STUDI® CITY 


BUSINESS DISTRICT 


Executive Assistant/Office Manager 


Job Information: 

• About the SCIA: The Studio City Improvement Association (SCIA), the administrator of 

the Studio City Business District (SCBD), is a non-profit 501 (c)(6) 
corporation. SCIA under a contract with the City of Los Angeles provides 
services for the benefit of its stakeholders within its geographically 
defined District including Sanitation, Beautification, Streetscape, 
Marketing and more. 


• Salary range: 

• Status: 

• Hours: 

• Start Date: 


Salary commensurate upon qualifications and experience 
Hourly 

Par time or Full-time, (again, depending on experience) 
October 17, 2017 


Job Summary: Responsible for the Day-to Day operations of the office for the Studio 

City Business District. Reports directly to and is given direction from the Executive Director. 

Duties May Include but are not Limited to: 

• Provides Customer service to Property Owners, Businesses and Stakeholders. 

• Supports the Executive Director in all operations of the Studio City Business District. 

• Experience Implementing streetscape services, security and beautification projects in 
accordance to the District's Management District Plan (MDP). 

• Maintains current knowledge on State and City legislations that may affect stakeholders or 
businesses. 

• Preparation of agendas, minutes and exhibits for board meetings. 

• Confirming Board Meeting quorum. 

• Arranging and picking up catering for board meetings. 

• Attending evening board meetings and presenting to the Board. 

• Experience in community event planning and coordinating with city departments and 
vendors. 

• Social media account management (i.e.) Instagram, Facebook and Twitter. 

• Establishes relationships with various businesses and property owners through outreach 
efforts to increase general knowledge of the BID, BID services and future programs. 

• Experience in guiding stakeholders/businesses through City processes (i.e.) address updates, 
petition and ballot submittal process, No Trespass Authorization Letters, tree removal 
requests, etc. Serving as a liaison between stakeholders/businesses and City Departments. 

• Establishes and maintains working relationships with Studio City's different community 
groups, city-certified local groups, CD2 and City Clerk's Office. 




STUDI® CITY 


BUSINESS DISTRICT 


• Prepares all reporting requirements for the City of Los Angeles. Including, but not limited to 
quarterly reports and quarterly newsletters, with supervision and approval of the Executive 
Director. 

• Routine admin duties: File purging, filing, answering phones, emails and logging messages. 

• Serves as a liaison between BID property owners (stakeholders), businesses, the Los Angeles 
City Clerk's office, and other LA City Departments, and other community groups including 
maintaining positive working relationships. 

• Oversight of marketing, public relations and communications on behalf of the BID. 

• Oversees administrative operations in accordance with agency policy. 

• Responsible for compliance to all contractual agreements; provides coordination of all 
contractual services and operations including overseeing and negotiating all subcontracted 
services and contractual compliance in coordination with the Executive Director. 

• Manage and maintain property owner database. 

• Manage and maintain SCBD Business Directory. 

• Work at BID events in assigned role(s). 

Supervisory Responsibilities: 

• Oversees all contractors. 

Qualifications: 

• Knowledgeable about current BID legislation, practices and operations. 

• Knowledge of BID renewal process. 

• Strong customer service background. 

• Bachelor's degree in: business, marketing, public admin., economic development, planning 
or equivalent experience. 

• Knowledge of City of Los Angeles departments to complete special projects and reporting 
requirements. 

• Knowledge of QuickBooks desired, but not required. 

• Must be able to work on a Mac. 

• Prompt and responsive demeanor. 

• Must be resourceful and self-motivated. 

• Advanced skills in the Microsoft Office Suite required (Word, Excel, Publisher). 

• 1-2 years working in an administrative setting desired. 

• Experience managing events from concept to event logistics. 

• Excellent written and interpersonal communication skills. 

• Experience with non-profits or City agencies a plus. 

• Applicants must be eligible to work in the United States. 

To Apply 

To apply for this position, please email a cover letter and resume addressed to 
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Danielle(5)thescbd.com by October 14, 2017. Please use the cover letter to explain your interest in this 
position and how you are uniquely qualified for the job. 



